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New Re-TRAC Connect™ Users 
 
Please read the User Guide completely before attempting to log-in and complete the 
certification process. 
 
In order to submit a certification/reporting form for Recycling, Composting & Conversion 
Operations, you will need to create a Re-TRAC Connect™ account. 
 
Create a Re-TRAC Connect™ Account 
 
Step 1:  Go to https://connect.re-trac.com/ 
 
At the log-in screen, select the Click here to register button. 
 

 
 
Step 2:  Complete all required fields, click the Next button at the bottom of the Register 
page.  Note:  The person requesting the account, completing the log-in, and filling out 
the certification must be the Responsible Party (as defined in 310 CMR 16.02) for the 
recycling, composting and/ or conversion operation. Multiple operations can be certified 
under the same Re-TRAC account. 
 

Important:  Please save your username and password for future 
submissions of annual certifications. 
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Activate Re-TRAC Connect™ Account 
 
Once the account is created, the account holder will receive an email similar to the one 
shown below.  
 
Step 1:  Click on the link in the email to activate the account.  
 
Note: If you don't see the activation email in your inbox, check your spam or junk mail 
folder. If you have not received the account activation email please email:  
support@re-trac.com  
 

 
 
Step 2:  You will be directed to the Re-TRAC Connect™ login page or to the Dashboard 
(shown below) of your account after clicking the activation link.  
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Join Program & General Permit Certification & Annual Reports 
 
Step 1:  Once on the Dashboard page as shown below go to the Report to 
Organizations section and click the Join Programs button. 
 

 
 
Step 2:  Once on the Join Programs page a list of available programs will be displayed.  
Scroll down the page to the State/Province section which lists all state and provincial 
programs alphabetically. 
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Step 2a:  Then click the Details button for the MassDEP program when the following 
screen is displayed. 
 

 
 
Step 3:  At this point, you will add your organization (for this purpose, the organization 
is equivalent to the site-specific recycling, composting or conversion operation requiring 
certification) by selecting the appropriate organization type from the list on the right side 
of the page.  The MassDEP General Permit Annual Certification Programs use only the 
following organization types:  Public Operation, Private Operation, and Agricultural 
Operation.   
 
Notes:  
Public Operations – must be a publicly owned site, i.e., municipal, state, or federal. 
Private Operations – must be a privately owned site, i.e., corporation, LLC, etc. 
Agricultural Operation:  Use only if the operation is located on a farm.  It must be an 
agricultural operation as defined by the Department of Agricultural Resources (DAR) 
“farm” which is not registered with or part of the Department of Agricultural Resources 
Compost Registration Program. 
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Step 3a:  Complete the form and click the Add button at the bottom. 
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Step 4:  Repeat Step 3 and Step 3a for each recycling, composting or conversion 
operation that needs to be added. 
 
Step 5:  After you add your Organization/s, you will be on the Programs screen shown 
below.  All the organizations/operations you have entered will be listed under the title 
“My Organizations” In this example there are two sample organizations, a Private 
Operation, and a Public Operation. 
 
Click the Next button next to your organization name to continue.    
 

 
 
Step 5a:  You will be brought to the screen shown below.  Ensure that there is a 
checkmark in the appropriate box. If not, check the box and then click on the Join button 
to continue. 
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Step 6:  You will now be brought to the Status page as seen below.  This page will 
show the report that can be submitted and the status of the report.  At this point, there 
should be a plus mark next to the report which indicates that it needs to be completed.  
To explain the various levels of status you can click on the Legend button.  To start 
filling out the certification form you will click on the plus mark button. 
 

 
 
 
Step 7:  This will bring you to the actual certification form as shown below.  Please read 
all the instructions provided for each section of the form carefully prior to filling in the 
required information. Complete all required fields on each form.  
 

 
 
You can “Save” the form which will allow you to come back at anytime to modify any 
information you have entered. 
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You can “Submit” the form when you are satisfied with all information. This will lock the 
form and MassDEP administrators will consider your information complete. 
  

 
 

Existing Re-TRAC Connect™ Users 
 
Login 
 
If you have an existing Re-TRAC Connect™ account go to:  
http://connect.re-trac.com.  
 
Enter your email address and password and click on the “Login” button. 
 

 
 
Note: If you have forgotten your password you can create a new one by using the 
“Forgot your password” functionality found on the login page. 
 

 
 
Once logged in you can go to page 4 of this User Guide and follow all instructions. 


